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VORAUDUM FOR:  All Building Dvacuation Officers 20 larch 1952
SUBJECT + Developnent of Part II —— CIA Building Gmergency Plan

1, The purpose of the CIA Building Inergency Plan is to orgenize
and develop a procedure for the nrotection of personncl, valuable in=-
foragtion and govermment property in case of fire or air raid. The Build-
ing Weergency Plan consists of two parts as followss:

Part T - Bvacuotion of CI4 Puildings in the Washington area
becanse of fire, natural disaster or any other encrgency re=-
quiring personnel to be cvacuasted from buildings. (Glemorandun
fo A1l Assistant Directors, A1l Lscistants to Deputy for Adnin-
1sbration and L1l Chiefs, Adninistrative Offices, dated 19 Dec-
enber 19504)

Part TI - Action to be taken by CLa personnel in case of air
raide

vith the exception of newly acquired locatilons, buildings now have
Part T of the Bullding Imergency Plan sufficiently orgenized to procecd
to the develoment of Part Il. '

5. Puilding Dvacustion Officers and Assistants will also scrve
as Puilding Air Reld Wardens and will organize personncl in their respec-
tive buildings into tcoms as outlined later, Forces within each build-
ing rust be organized to nrovide for the orderly movement of the pceupants
to desi-mated shclter areas, to control the tendency toward panic and
confusion that will result fron eminent emcrgency and to provide the
maxiqun degree of self-protection and self-assistance following a disasters
This is your responsibility; you will be in complete charge of your build-
ing when o disaster occurs and 211 personnel rmst be instructcd and trained
to follow your leadership and thet of the subordinate workers in your
Warden Orgonization.

3, Aanong othor things you should sclect your subordinates with cone-
sideration of their qualifications for the job that you assim them, You
should outline in detail the dutices and rcsponsibilities of pcach and
thorowghly instruct and drill theri, You should dctermine & plan, along
the lines of. . ha abteched. sanple, for the movenent of your building
occwnants to the shelbor arcas and thorcughly insbruct and drill each
of then in the what, when, vhere and how of evacuation procodurc, You
should see that eoch menber of your “lrden Orgzenization recclves fire
fighting training, first 2id and rescuc procedurces and any other special
trrining requived by thelr assimnents, This tragining will be conducted
throush the cooperation of the Public Buildings Service, Captain of the
Gunrd in Gencrel Services Adniinistration and CIA Medical Office and will
be scheduled ot a later dote when Building wardon Organizations arc cstab-
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1ished and Building Emergency Plons are conpleted,
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i, This is a considérable and difficult responsibility., It is
a responsibility that cannot be taken lishtly. Furthernmore, it is in
addition to your rezulcr dutics,  You may call on and cxpect osgistancGee
from your agency Serety Officer as well as the fLgency Imergency Planning
Qfficer vho has the responsibility of coordinating the CI.. Lnergency
activitics with those of the local and Federal Civil Defense agencics.
The connletilion of our orraniuetion, the developnent of our operational
plan and the treining of our persommel should a2fford greater protection
and reduce casuvalties to a ninimum if 2 disaster occurs,

Ts The abtached information is for your guidance in developing
the plan for your bullding, This information is by no means meant to
be the absolute solution to your Bullding Enmcrzency Plan nor is it ex=
pected to be a guarantee of survival in case of atomic attack, It is
nerely an attonpt to guide the individual Building Hardens in the pre-
paration of some plan to of fer personnel the maxinunm amount of protece-
tilon available at the tine, to nrovent panic and unnecessary injury,
end to carce for the injured tfollowing a disaster, Ingenuity and plain
common sense will be the greatest assets in developing such a plan and
the nmore thorouzh the plamning, the greater the chance of survivel will
be,

6, TFor the sake of uniformity snd to assure that both parts of
the Building Incrgency Plan are current, your present Fire and Evacua-
tion Plan will be reviscd, brousht un to date and desiznated "Fire and
Bvacvation Plan", Port I of the CIA Building BEnerpgency Plan., Part IT
will be desipnated as the "hir Reid Plan", Both plans should follow
the general outline of thoe attached sample, should be prepared on standard
8" x 103" paper and should be corposed of threc parts as follows:

(a) General instructions and duties,
(v) issignment of Personnel,

(c) DBuildin~ floor nlans showving shelter areas, first
aid stations, fire fi.jhtine equiment, etc, In-
the case of Part I, desirmate evacuation routes,
cxits, lfirc ficshting equipnent, cte,

It should be made clear that thesc plans are to be developed for
cach individun~l building, as a vhole, and should include 2ll operations
vithin the buildinz. This neans conplete cooperation of the individual
offices or branches within the building in ordcr thet the building plans
will cover all porsonncl within the building, All plans should be sub-
mitted to the CI. Safcty Officer, Room 1412, "I Building, Ixtension 2998,
for review before being »ut into effoct,

7« This Plan is intonded to cover the action taken by personncl
during and irmmediately follewing an air attock, Instructions for nobili-
zation and continuing CI.. owerations "dll be forthecomins at a later date,

2 Dncle, 25X1A9a
1-Guide for Adr Raid Plan
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AIR RAID PLAN
PART II
BUIT.DING LEIERGENCY PLAN
General Instructions and Duties-

BUILDING: BUILDING TAIDENS

ROOHy LEXTs

ASST, BLDG, VARDEIN:

OOy EXTy

PURPOSTs

To orpanize and instruct building occupants in order to afford the
maximm degree of self-protection and self-assistance both during and
folloving an air raid,

SRSONNLL THVOLVED IN PLAH:
Ay BUIT.;DUTG werDEN ORGANTIZATION

l, Building lLarden

2+ digsisteont Bullding erdeons
3. Floor Tardons

lis Shclter Wardens

5« First .4id Teans

6y Fire Fighting Teanms

T+ llosscngers

B. PIRSONNEL
ALLR e

The nresent »lon is to install in all buildings an interior horn-
type air raid alarm. These alarms will be activated from the individual
building and will also be connected bo a central control point for simule
taneous elerting., Such an alam systen will be in addition to the present
fire alarm system,
FUNCTIONS AND DUTTESS

BUILDING WARDENS AHD ASSISTATTS:

a. Develop and maintain on a current basis an Air Raid Plan for
his building,

b Designate a Building Tarden's Headquarters or Control Station with
the necessary nersonnel and facilities for directing the Air Reid Plan,
Radio, telephone, Buildins Plan, ctc,
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ca Appolnt Assistent Building Tardens as nceded to assist in the
dircction of the Air Raid Plan,

d. Appoint and supervise the training of sufficlent Floor Vardens,
Shelter Tardens and such Deputies and Lssistants as may be needed,

e, Organize and have trained a First Aid Tcan end establish a first
aid area properly identified by simme and cquipped with first aid supplies,
(Mley be arranged through the Medical Office.)

f+ DIstablish a Fire Fishting and Rescuce Squad and a messcnger scrvice,
(Reference - GSA llemorandun 1 November 1951.,)

Zs Select the safest arcas in the building to serve as shelters for
the occupants in case of encrsency and desisnate with aporopriate sirmns,
Provide with stand-by encrsency equipment, Assistnonee of the CIS Safcety
Officer nay be obbtaincd in dotermining Shelter ircas., (Refercnce - (84
ienorendun 30 November 1951, Pese 2, Bullding Analysis Schedule, Fornm 122,)

hes Plan for the orderly movement of all occupants to shelter arcas
and indicatc proper routes by standard simms, (See attached sample, Re-
guirenents for all sisns may be forwarded to the CIi Safcty Officere)

i, Arrange for the control of mechanical services such as elevators,
lizhting facilities, water shut-off valves, ete,

Jeo Visitors arc the responsibility of the nerson vhom they are
viaiting,

FLOOR "L DENSy

Under the dircction of the Building ‘.arden he shalls

2, Know the layout of his floor, all vitel scrvices thercon and
plans for evacuabions,

be Know tho locotion of the shelter arce, the route thereto and in
eneryency, Glrect all people on his floor to that sheltor,

ce Designate individuales to essist any physically handicanped
nersonnel,

~“de Be able to cormand resvmect of all in order to prevent penic dure
ing an emergencys

Mgt =
es After checking all persons off his floor to the sheltey advise

the Building "erden and assune additional duties as directed,

i
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SHELTIN L aDENSe

a, At the first warming procecd to the shelter area and check
energency equipnent, (Fire ng , hadios, etcy)

b, Help Direct personnel into shelber area aond maintein order.,

c. Give instructions to personnel for nersonal protection, (See
cenerel insbtructions under Povsomel, )

d. Render assishonce to the Building Worden, First Aid Teams, rescue
squads or wherever necded,

FIRST ALD TFALD:

(Attend Ageney First Aid Training Course)
4.

a, Adoinister first eid within the building where needed.

b, Haintain 7irst aid equimment at a pre-arrang ced safe location
sroperly designated Ly the standard C1v11 Dcf ense sign,

o, Arrence for movenent of injured to shelter area or to medical
evacnation point if treatnont is ro aquircd,

d, Dender any additional assisbancu to Building ‘erden, five filght~
ing boams, ete., ag nceded,

TOTTHC AND CDECTL SQUADE:

n., Shall be troined in firve £ ishting techniques.

b, Boconc fariliar with 211 weter lines, firc hoses, {ire cxtinguishers
amd check Troouently Lor proner opcration.

ce Rosmond to leo tions of fires =28 dircetbed by the Bullding Warden

end sbhennt to oxbineulsh fircs with bullding fire apnliances rnd equirment,

d. Till sinks, emergoncy buckets, cbce, with water,

e, loln trensport injured nersons to first aid station.

e
wire cubting, timdel
ge RNender any assirtaace as dircceted by Bullding Viarden,

VESSHICGIRS

,._...-———.—-

2. To be assigned to the Bullding Control Station to carry messages
and to be availeble din the cvent obaer corrmmications faile
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A, ACTION TO BE TAKID DURTNG "ORKIIG HOURS:

1. With previous warning:

a. Upon hearing the air raid sircen proceed imedictely to
securc all classified naterial,

b, Closc oll windows and doors and lower blinds to lessen
of foets of flash and flying glass,

Takec ‘all conts, hats, etc., and procecd to air raid

Cs
as dirceted by your floor warden,

sheltor arce

de Koep caln = don't penic and remain in shelter arca wntil
piven further instructions.

e, Assict injured or aid in any way you arc instructed to do,

2. Without previous warniungs

a, At the first indication of & blinding flash, fall to the
floor against a wall, under a desk or beneath anything which will serve
as a shicld from the heat and blast,

b, Cover 211 cnosed skin arcas, especially cyes and do not
, o ] 0
attemnt to look at the blast,

ce Try to protect solf from flying glass, debris end falling
timbers,

de After blast, try to rcach your shelter area and offer
assistance where nocded,

c. DRenain indoors until given instructions to venturc outside
the budlding.

B. AFTER WORK HOURS:

a, If ab home when attack comces, toke all members of the fenily
to the bascment,

b, Take cover ncar an cxterior wall, away from ary windows if
nossible and use blankets, tables or any typc cover to protect yourself,

ce Keep o flashlight, water, radio and sone first aid equipnent
handy

d. Ronmain iudoors until given instructions by your Civil Defense
Authorities to venture outside, Don't use telephones unless absolutely

necessary.
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ce If wninjurcd, given assistance to your locel Civil Defense
Warden in caring for injured, fighting fires, etc.

fo If outside when attack occurs, throw yoursclf in a ditch
and cover exposed narts of the body. Get in a doorwsy if possible or
anyvhere to shield yourscl firom heat and blast,

7« DReport to first aid station as soon as possible.

2 Attachments,
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